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The USDA is an equal opportunity provider and employer.



Statement of Non-Discrimination
USDA Nondiscrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, 
offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, 
national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American 
Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have 
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made 
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of 
the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. 

Submit your completed form or letter to USDA by: 

(1) mail: U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; 

(2) fax: (202) 690-7442; or 

(3) email: program.intake@usda.gov

The USDA is an equal opportunity provider and employer.

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


SFSP Support All Year

☼ KDE SCN SFSP website All the forms you need for our program are here.

☼ USDA SFSP website

☼ Your friendly KY SFSP support staff! 

☼ Cathy Gallagher 502.564.5625 x. 4933 cathy.gallagher@education.ky.gov

☼ Jennifer Smith 502.564.5625 x. 4531 jennifer.smith@education.ky.gov

☼ Mandi Seals 502.564.5625 x. 4945 mandi.seals@education.ky.gov

The USDA is an equal opportunity provider and employer

http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx
http://www.fns.usda.gov/sfsp/summer-food-service-program
mailto:cathy.gallagher@education.ky.gov
mailto:jennifer.smith@education.ky.gov
mailto:mandi.seals@education.ky.gov


Advance Payments

☼ Advance payments are available to sponsors who need 
their reimbursement before the SFSP meals are actually 
served.

☼ Requests for advance payments are done in CNIPS. 
Click on the application tab and click on “Advance 
Request”.

The USDA is an equal opportunity provider and employer



Click on the month that you are requesting the advance 
payment for.

Requests for operating and

administrative advances 

are done separately. 

Simply click the box or 

boxes.
The USDA is an equal opportunity provider and employer.



Advance Payments
☼Notify the State Agency that you have put in a request 

for an advance payment!

☼The State Agency will make the estimate for the 
amount for a month of operation.

☼After the advance payment is awarded, the amount 
will then be deducted from  your  reimbursement

The USDA is an equal opportunity provider and employer.



Health Department Notification
☼ Notify your local health department of the intent to provide food services during a specific period of time at specific 

sites. See SFSP website for policies.  HD notification

☼ You can generate an approved site list report in CNIPS to include in your notification.  See SFSP website for instructions.  
Using site list

☼ CC State Agency on the email you send to the health department. 

☼ dscnsupportbranch@education.ky.gov

☼ Update the health department when any changes are made.  Ex: adding/removing sites, date changes, or time changes.  

☼ Health department notifications will be asked for in reviews!

☼ It is recommended sponsors use the prototype letter found on the KDE website. HD prototype letter

The USDA is an equal opportunity provider and employer

http://education.ky.gov/federal/SCN/Documents/Notification to Local Health Departments.pdf
http://education.ky.gov/federal/SCN/Documents/Using the Approved Site List.pdf
mailto:dscnsupportbranch@education.ky.gov
http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx
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Facebook...

The USDA is an equal opportunity provider and employer.



Facebook Posts
☼We would love to share posts from our sponsors!

☼Post ideas
☼Dates and times of summer meals

☼Dates and times of Kickoff events

☼Special events

☼General advertising 
☼“Come out to City Park in Jessamine County for a 

complimentary meal today.  Anyone age 18 and under will 
receive a meal 11:00-1:00!

☼2 ways
☼Email your post to Mandi.seals@education.ky.gov

☼Post to the FB page and wait for approval. 

The USDA is an equal opportunity provider and employer.

mailto:Mandi.seals@education.ky.gov


Goals/ Overview of Today’s Training

☼Whose meals are reimbursable?  Where can a site be located? 

☼What is required before you begin serving meals?

☼What is procurement and why is it important? 

☼ It’s meal time, now what?

☼How does the program work?  (budgeting, monitoring, and 

recordkeeping tips) 

The USDA is an equal opportunity provider and employer.



Goals/ Overview of Today’s Training

☼ Whose meals are reimbursable? Where can a site 

be located?

The USDA is an equal opportunity provider and employer.



Participant Eligibility
(Whose meals can I claim?)

1. Age: Children and teens 18 years and under.  

**A person 19 - 21 years who has a mental or physical 

disability and still participates in a school program is 

eligible.                                

The USDA is an equal opportunity provider and employer.



What is a Site?

A site is a physical location, approved by the 
State Agency, where a sponsor serves SFSP 
meals during a meal service. Sites may be 

located in a variety of settings.

The USDA is an equal opportunity provider and employer.



Site Types

There are 4 types of sites:

☼Open

☼Open restricted

☼Closed enrolled

☼Migrant

The USDA is an equal opportunity provider and employer.



Open Sites

Open sites serve children/teens in geographic 
areas where 50% or more of the local children 

are eligible for free or reduced school 
meals. (Area Eligibility)

Open Sites are the most common type of 
sites. At open sites there are no signups, no 

income checks, etc. At open sites, 
ALL children and teens eat!

The USDA is an equal opportunity provider and employer.



Open-Restricted Site

Open restricted sites, are open to all children/teens. 
At open-restricted sites, there is a limit to the number 
of children who can attend per day, usually due to site 
size and space limitations.

At open restricted sites, meals are served on a first 
come, first served basis.

The USDA is an equal opportunity provider and employer.



County Wide Eligibility
County Wide Eligibility List

The USDA is an equal opportunity provider and employer.

For the counties in yellow, a 
SFSP site can be placed 
anywhere within the county.

http://education.ky.gov/federal/SCN/Pages/Summer-Food-Service-Program-(SFSP).aspx


The USDA is an equal opportunity provider and employer.



#1) Using School Data

☼School data can be found on the KDE 
website under Qualifying Data.

☼Data from any school that serves the 
site area can be used.

☼School data is good for 5 years.

☼On the site application list what year’s 
data is being used.

Qualifying Open Sites

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/Qualifying-Data.aspx


Look for 
50% or 
higher



The free/reduced lunch data from ANY 
SCHOOL that serves the area can be 
used. 

One school can even use the data from 
another school.

Let’s look at some examples.
The USDA is an equal opportunity provider and employer.



A library is at an 
address in the Pogue 
Elem and East MS 
attendance areas. Russell Elem 

55% F/R

Pogue Elem

30 % F/R

Frank Elem

48% F/R

Jones Elem 
60% F/R

Yellow circle:  

East M.S. attendance

area-43% F/R

Can the middle 
school be 
used to qualify 
this site as 
eligible?

No

The USDA is an equal opportunity provider and employer.



YES!

Russell 
Elem 55% 

F/R

Pogue Elem

30 % F/R

Frank Elem

48% F/R

Jones Elem 
60% F/R

Yellow circle:  

West M.S. attendance

area- 67% F/R

The USDA is an equal opportunity provider and employer.

Could we put a 
site at Pogue 
Elementary and 
use West Middle 
School’s data?

Could we put a 
site at the Public 
Library and use 
West Middle’s 
data?

YES!



Qualifying Open Sites
#2) Using Census Data

☼Census data can be found on the KDE website or by using 
the link Census Map.

☼Directions on using the census map tool can be found on 
the KDE website or by using the link Census Mapper 
Instructions.

☼Census data is good for 5 years.

☼On the site application, list what year’s data is being used.
The USDA is an equal opportunity provider and employer

http://216.55.168.186/FairData/SummerFood/map.asp?command=scope&map=0
http://education.ky.gov/federal/SCN/Documents/Instructions for FRAC SFSP Census Data Mapper.pdf


Census Map—Green areas 
Eligible

The USDA is an equal opportunity provider and employer.

Put these numbers on 

the site application.



Closed Enrolled Sites

☼Closed enrolled sites serve groups of children who 
are enrolled and are provided  enrichment activities
on a daily basis.

☼Closed enrolled sites may qualify by: CWE, school 
data, census data or income applications.

☼Could you open this to others and be an open site?

The USDA is an equal opportunity provider and employer.



Closed Enrolled Sites 
(using income applications to qualify the site)

☼50% or more of enrolled children at the site 
must be income eligible for the site to qualify 
using this method. (If 50% or more of the group is not eligible for free/reduced 

meals using income applications, this method may not be used to qualify a site.)

☼If the site qualifies by income applications, 
then ALL children’s meals at the closed 
enrolled site are reimbursable.

The USDA is an equal opportunity provider and employer.



Using Income Applications to  
Qualify Closed Enrolled Sites

32
The USDA is an equal opportunity provider and employer.



If anyone in the household has a SNAP or KTAP number, the 
child(ren) will qualify for free or reduced meals. 
(*** Mark “Categorical Eligibility” on the income application.) 

Children in Foster Care or Legal kinship care will qualify for 
free or reduced meals. (*** Mark “Categorical Eligibility” on the income application.) 

In these cases, the  required parts of the income application 
should still be completed and signed.

The USDA is an equal opportunity provider and employer.

Categorical Eligibility



Month/Date/2016
The USDA is an equal opportunity provider and employer.
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Mark Categorical 

Eligibility if it 

applies!



The application must be COMPLETE to be valid.

☼Requires an adult signature, date and last four 
digits of adult SS# or designation that they do 
not have one.

☼The sponsor must include the eligibility 
determination, date and signatures by the 
determining and confirming officials.
(Two employees from your organization check and sign.)

The USDA is an equal opportunity provider and employer.



What income level qualifies?

Income Guidelines

*Only needs to meet reduced price meal guidelines to qualify.  

The USDA is an equal opportunity provider and employer.

Income 

x 24 

weeks

Income 

x 26 

weeks

Income 

x 52 

weeks

For a household of 

two, $30,044 or less 

annual income will 

qualify for 

reimbursable meals.



Would the sponsor  be 
reimbursed for these meals? 

☼If a participant’s family has SNAP or a KTAP 
number, the participants’ meals would  ________.

☼If a family of two’s total source of income is 
$26,000 a year, the participant’s meals would  
________.

The USDA is an equal opportunity provider and employer.

be reimbursable

be reimbursable



Would the sponsor  be 
reimbursed for these meals? 

☼If a family of four’s total source of income is 
$45,000 a year, the participants’ meals would 
__________.

☼If a family of five’s annual income is $55,000, 
and the child is a foster child, the child’s meals 
would _________________.

The USDA is an equal opportunity provider and employer.

be reimbursable

be reimbursable



Do the Math—Let’s Practice
☼ What do you do when the frequency of payment is different? 

☼ Example:

☼ Mom makes $20,000 annually

☼ Dad makes $1,000 every two weeks (bi-weekly)

☼ Total Income  $20,000 + ($1,000 x 26)=

☼ $20,000 +$26,000 = $46,000 annually

☼ Would the children of a family of five qualify for reimbursable meals?

☼ Yes!

The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.

Mark 

“categorical 

eligibility” if 

it applies.



Migrant Site
Special Site Eligibility 

☼Migrant Sites

☼ 50% or more are children from migrant families.

☼ Documentation from the migrant authority is required for site 
approval. Stored in CNIPS.

☼ Why qualify as a migrant site?

☼ Migrant sites may serve 3 meals a day.

☼ The site is an ineligible area

The USDA is an equal opportunity provider and employer.



Housing Complex in an Ineligible 
Area

Special Site Eligibility

☼Is the housing for individuals with a low income?

☼Must have a letter from housing authority—stored in 
site application in CNIPS, verifying that at least 50% of 
those who reside in the Housing Community meet the 
county standards for low income .

The USDA is an equal opportunity provider and employer.



For Migrant Sites and Housing Complexes in ineligible areas: Click on 
the blue to find the letter that needs to be completed.

The USDA is an equal opportunity provider and employer.



This letter will appear when you select “migrant site” or 
“letter from housing authority”. Have a migrant or 
housing authority fill it out then upload in CNIPS.

The USDA is an equal opportunity provider and employer.



Where can a site be located?
Anywhere that is eligible!  

Enrichment keeps them coming back!!   

SFSP funds can not be used for enrichment. Donations
and other funds may be used.

Enrichment Activity Ideas

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/Sponsor-Resource-Page.aspx


What makes a good site?

☼Appropriate facilities and places to eat.

☼Healthy and safe.

☼Adequate size for number of participants.

☼Has activities!

The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



Let’s Talk Mobile

What are mobile meals? 

The USDA is an equal opportunity provider and employer.



Mobile Route Facts

☼ In 2017, there were 498 mobile sites in KY.  

☼Each stop is entered as a “site” in CNIPS.

The USDA is an equal opportunity provider and employer.



Goals/ Overview of Today’s Training

☼ Whose meals are reimbursable? Where can a site be located? 

☼What is required before you begin serving meals? 

The USDA is an equal opportunity provider and employer.



SFSP Training
Who? 

Each year before you begin serving meals, all staff/volunteers must 
be trained by the sponsor on his/her individual job duties, program  

requirements and on Civil Rights if they work with children. 

Make sure to have a sign in sheet and agenda for all trainings!
The USDA is an equal opportunity provider and employer.



SFSP Training

☼ Sponsor will ensure that at least one trained staff member is on 
site during each meal service. 

☼ Remember to have participants sign in at each training. Form on 
SFSP website. (checked at sponsor review)

☼ SFSP documents must be signed by a trained staff member. 

☼ Train the Trainer can be found on the KDE website. This document 
will help you train your workers. 

The USDA is an equal opportunity provider and employer.



Remember to have a sign in sheet! They may be trained on job 
duties and Civil Rights on the same day or on two different days.

This document is on our website; you can use it to train your staff:  Civil Rights Training for Frontline Staff

The USDA is an equal opportunity provider and employer.

https://education.ky.gov/federal/SCN/Documents/Civil Rights new ME.PPTX


Civil Rights Video

☼https://mix.office.com/watch/1fcj6dhu09b

f0

https://mix.office.com/watch/1fcj6dhu09bf0


What does the required SFSP 
meal pattern look like? 

The USDA is an equal opportunity provider and employer.



Serve 3 
components/
items

Serve 4 
components 
and 5 items

The USDA is an equal opportunity provider and employer.



Serve two 
components

The USDA is an equal opportunity provider and employer.



Component vs. Item
It’s important to know the difference, especially in Offer vs. Serve &  when  serving a snack.

☼Component is the  required category: milk, 
fruit/vegetable, grain/bread, meat/meat alternate 
are the lunch and supper components.

☼The fruit/vegetable component is made up of two 
items. Example: carrots and grapes or green beans 
and mashed potatoes.

The USDA is an equal opportunity provider and employer.



Meal Type Combination Options
☼Sponsors may claim up to two services  per site 

per day. ( breakfast, lunch, supper, or snack—up to two)

☼Lunch and supper may not be served at the same 
site on the same day. Any other two combinations 
are allowed.

☼EXCEPTION** Migrant sites may claim three meals 
per site. 

The USDA is an equal opportunity provider and employer.



Breakfast 
(3 components required)

1. Fluid Milk (whole, low fat, or skim) 

2. Fruit, Vegetable, or 100% Juice

3. Grain/ Bread

A meat/ meat alternate is not required, but can be a 
nice addition.  

The USDA is an equal opportunity provider and employer.



Lunch/ Supper 
(4 components/ 5 items required)

1. Fluid Milk (whole, low fat, or 

skim)

2. Fruit or Vegetable

3. Fruit or Vegetable

4. Grain or Bread

5. Meat or Meat Alternate 
The USDA is an equal opportunity provider and employer.

2 different fruits, 2 different 
vegetables, or a fruit and a 
vegetable must be served. 



Snack
(2 different components required)

Component:
Fluid Milk (whole, low fat, or skim) and/or

Vegetable/Fruit and/or

Bread/Grain item and/or

Meat/Meat Alternate  

(Juice and milk is not a reimbursable combination)

The USDA is an equal opportunity provider and employer.



Documenting Meals

☼ Menu records must be kept daily for all 
meals to be claimed for reimbursement.  

The USDA is an equal opportunity provider and employer.



Daily Menu Record
Menu Record

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx


Completed Daily Menu Record

The USDA is an equal opportunity provider and employer.



Cycle Menus
☼ Simplifies planning, ordering, preparation, and paperwork.  

☼ Plan in-season produce

☼ Pre-populated menu record saves time. 

The USDA is an equal opportunity provider and employer.



Practice filling out menu record 
form-breakfast

☼Milk, banana, and cereal for 100 children.  

The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



Combination Foods
☼Combination foods are foods that contain more than 

one component that you prepare. The components 
must be listed separately on the daily menu record.  

The USDA is an equal opportunity provider and employer.



Practice filling out menu record 
form- lunch

☼Turkey pot pie, mixed greens, apples, and milk 
for 100 children.  

The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



Processed Combination Food 
(CN Label)

Foods that contain more than one component and that come 
from a food supplier (Sysco, Gordons, etc.) 

The USDA is an equal opportunity provider and employer.



CN (Child Nutrition) Label
**keep these in your records**

The USDA is an equal opportunity provider and employer.



Distinct CN logo border
6-digit product ID number

Month and year of approval

Bread/grain serving

The USDA is an equal opportunity provider and employer.

Meat/meat alternate 
serving



Practice filling out menu record—
CN label for spaghetti sauce

The USDA is an equal opportunity provider and employer.



The USDA is an equal opportunity provider and employer.



What is Offer vs Serve?

Offer Versus Serve or OVS is an option that allows students to decline some of the 
food offered in a reimbursable breakfast, lunch or supper. 

The goals of OVS are to reduce food waste and to allow students to choose the foods 
they want to eat.

The difference between food item and component is very important in Offer vs. Serve.

Offer vs. Serve is optional. In OVS, a child may choose to take everything that is offered.

Make sure to have enough of an item available in case all the children would choose it.

The USDA is an equal opportunity provider and employer.



OVS is optional!

☼ Breakfast

☼Sponsor prepares required 3 components (milk, 
fruit/vegetable, grains/breads) plus one additional from 
ANY component group except milk. (fruit/vegetable, 
grain/bread, or meat/meat alternate.)

☼Four items are offered and one may be declined.                       

The USDA is an equal opportunity provider and employer.



OVS Breakfast---easy

☼Sponsor prepares 4 items:

required 3 components (milk, 1 fruit or vegetable and a grain or
bread) plus one additional from ANY component group except 
milk.  (fruit/vegetable, grain/bread, or meat/meat alternate.)

The USDA is an equal opportunity provider and employer.



In OVS, a child must take at least 3 different items 
for a reimbursable breakfast .

The USDA is an equal opportunity provider and employer.



Let’s Practice!

The USDA is an equal opportunity provider and employer.

Meal Component

Planned Breakfast Menu Meal Selections Reimbursable Meal?

Food items Child Selects

YesMilk
G/B
F/V
M/MA

1% Milk (8 oz)

WG Toast (1 oz)

Strawberries (1/2 c)

Peanut Butter (2 

TBSP)

Milk
Toast
Peanut Butter

Toast 
Peanut Butter

Strawberries
Strawberries
Toast 

Strawberries
Toast
Peanut Butter

No (Child must choose 3 items)

No (child must choose 3 different 
items)

Yes



OVS Lunch/Dinner

Sponsor prepares all required components of meal 
pattern: milk, fruit or vegetable, second fruit or 
vegetable,  grain or bread and meat or meat alternate.  
(5 items)

In OVS, taking ONE fruit or vegetable will fulfill the 
fruit/vegetable requirement.

The USDA is an equal opportunity provider and employer.



OVS Lunch and Supper

The participant must take at least three different
components.

(  Choose 3 COMPONENTS not items)

The USDA is an equal opportunity provider and employer.



Is this OVS lunch reimbursable?

The USDA is an equal opportunity provider and employer.



☼Sponsors who elect OVS for one or more of 
their sites/meals must ensure that the site 
supervisor completely understands what is 
required for a reimbursable meal.

The USDA is an equal opportunity provider and employer.



Special Dietary Needs

☼ Medical statement form for participants with a special dietary 
needs must be filled out by a medical authority.(one who can 
write prescriptions) 

☼ The form can be found on the KDE SFSP website.  Medical Statement 

☼ Must include: medical or other special dietary condition that 
restricts the child's diet, the food or foods that are to be omitted 
and the food or foods that may be substituted. 

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx


Special dietary needs

The USDA is an equal opportunity provider and employer.



Goals/ Overview of Today’s Training

☼Whose meals are reimbursable?  Where can a site be 

located? 

☼What is required before you begin serving meals?

☼What is procurement and why is it important? 

The USDA is an equal opportunity provider and employer.



KY Summer Food Service 
Program

Purchasing for Success in the Summer Meals 
Program and KVIP







You Control your purchases-the power to 
purchase well is in your hands!!!



•Federal Small Purchase Threshold = $150,000.00
•Kentucky Small Purchase Threshold = $20,000.00
•Local District Small Purchase Threshold = ???
•Micro Purchasing = $3,500.00

State and Local Procurement Policies

• Sponsors must be aware of federal, state and local procurement 
requirements and comply with all levels.

• School Sponsors-check your local procurement plan

• Non-profit sponsors-does your governing board have procurement 
requirements

• Knowledge is Power!! Find out what you can do and use your 
options to purchase!

https://musicpleer.bz/#!dd83e480baf09a75b5e0a282012660fc
https://musicpleer.bz/#!dd83e480baf09a75b5e0a282012660fc


Knowledge is Power!
Understand your threshold!

• Federal Small Purchase Threshold = $150,000-
applies to Non-profit SFSP sponsors

• Kentucky Model Procurement Threshold = $20,000  
(applies to most school districts)

• Local district Small Purchase Threshold = Follow 
Local Procurement Plan

• Micro Purchase threshold = $3,500 or local 
Procurement Plan

Where do you fall? 





Know What You Want

• Cycle menus?

• Product availability?

• What do the kids like?

• Write your specifications











Specification writing practice:

-find specs on KDA website  (kyagr.com > “Promotional” tab>
“Farm to School”>scroll down to “additional links”

-write a specification!



What does local mean?

Who Defines Local?

The sponsor (purchaser)



Two Ways to Use Specification and 
Requirements to Target Local Products

1. Use product specifications

2. Use additional requirements to determine vendor responsiveness









Know How Much You Want of an Item
Forecasting

• How many meals/servings?

• Look at previous year(s) 



Most Important thing about purchasing is?

Documentation!!

Sponsors are likely doing procurement just as required but must have 

documentation to show this!!





Know Your Options

• Can you micropurchase?  If yes, what is your threshold?

• Will you do informal procurement?  Three bids and a buy-
what is your threshold

• Will you do a formal bid process?



Micro Purchasing

• Federal threshold $3500 or less for all items purchased at 
one time.  “per transaction”

• Does your local procurement plan allow and if so, what is 
the threshold?

• Must purchase from different available vendors to “share 
the wealth”

(not purchase from same vendor each time) 



Example!

Sponsor has apples on menu. The forecast is that 100 cases of 
apples will be needed, 25 cases at a time, and the 
specification has been written for Jonagold, or red delicious.  
Farmers Jones, Green and Brown all grow apples of this 
variety, as well as other varieties. Quotes are not necessary to 
compare prices.  Sponsor calls Farmer Jones and finds that he 
can supply 25 cases immediately.  For the next three orders, 
the sponsor will alternate between Farmer Green, Brown and 
possibly Jones again to share the wealth and meet projected 
requirement.  Sponsor keeps receipts and this shows that 
purchases were made as equitably as possible. 



Small Purchase Procurement

• Unable or not interested in Micropurchasing?  What is your 
small purchase threshold?  Knowledge is power!

• If sponsor chooses to comparison price an item, it is not 
micropurchasing, but small purchase procedures! 3 bids 
and a buy

• Request prices for a specified item from three vendors.  
(request but may not receive responses from all-
document!)



Quotation example 



What if your purchase falls under Formal 
Purchasing?

• Sealed bids (IFBs)   or

• Competitive Proposals (RFPs)

• Require public advertising



Formal Purchase Methods

IFB RFP

The responsible and responsive 
vendor with the lowest price.

The responsible and responsive 
vendor with the highest score.  

Criteria other than price 
considered.



The Formal Procurement Process

Develop 
solicitation

Publicly 
announce the 

IFB/RFP

Evaluate bidders’ 
responses to your 

specifications

Award contract to 
responsible and 

responsive vendor

Manage the 
contract







Kentucky Vegetable Incentive Program

What is it?

Advantages

How to apply



Goals/ Overview of Today’s Training

☼Whose meals are reimbursable?  Where can a site be 

located? 

☼What is required before you begin serving meals?

☼What is procurement and why is it important? 

☼It’s meal time, now what?

The USDA is an equal opportunity provider and employer.



Daily Meal Count Form for Open 
and Closed Enrolled Sites

☼A count of meals must be taken at the time of 
service.  

☼Use the daily meal count form.

☼Daily meal count sheets should be turned in 
to a sponsor at least once a week.  

The USDA is an equal opportunity provider and employer.



Let’s look at what needs to be documented!

The USDA is an equal opportunity provider and employer.



Daily Meal Count Practice!

The USDA is an equal opportunity provider and employer.



Mobile Meal
Count Sheet

The USDA is an equal opportunity provider and employer.

 
Kentucky Department of Education 

School and Community Nutrition-Summer Food Service Program 
 

 
 

 Mobile Feeding Daily Meal Count Sheet 
                                                                                           

Sponsor Name: Meal Type (circle) :            B      L      SN     SU 

Sponsor Contact Number: Date: 

# of Meals Available at Route Start: # of Meals Leftover  at Route End: 

Site Supervisor's Name:  

 

CNIPS Site 
Number/Name 

First Meals Served Second Meals 
Served 

Total 
First 

Meals 

Total 
Second 
Meals  

 
 
 

 
 
 

 
 

   

 
 
 

 
 

 
 
 

   

 
 
 

 
 

 
 
 

   

 
 
 

 
 

 
 
 

   

 
 
 

 
 

 
 
 

   

 
Totals Meals for all Sites/Stops 

  

By signing below, I certify that the above information is true and accurate: 

____________________________________________________________       ________________________________                          

Mobile Feeding Site Supervisor Signature                                                                                 Date 



Completed 
Mobile 
Meal
Count 
Sheet

The USDA is an equal opportunity provider and employer.



Second Meals

☼The main goal of SFSP is for each child to get one 
meal.

☼The meal requirements are minimums.  You may 
serve larger portions!

☼You may not claim second meals served in excess 
of 2% of the number first meals served by type 
during the claiming period. 

☼The 2% calculation is automatically generated in 
CNIPS based on the numbers you enter.

The USDA is an equal opportunity provider and employer.



Site Record of Meals Served
This form is to be completed each day and is to stay at the site. 
Sites that serve meals for one week or less do not need to keep 

this form.

The USDA is an equal opportunity provider and employer.



What about meals served to adults?
Reimbursable?

Parents?

Staff over 18?

Uncle Steve visiting from Pittsburg?

Children 18 and under?      

The USDA is an equal opportunity provider and employer.



Congregate Feeding… what is it?

Children eat together in a supervised setting. This is 
a requirement for meals to be reimbursable!

The USDA is an equal opportunity provider and employer.



☼ A sharing table may be 

designated for whole items that 

children choose not to eat, as long 

as the practice is in compliance with 

local and State health and safety codes.

☼ A sharing table is OPTIONAL!

One fruit, vegetable or grain item that is not eaten may be taken off 
site by the participant.

The USDA is an equal opportunity provider and employer.

Other Meal Service Requirements



☼Whole foods not eaten may be served at future 
meal services (whole oranges, unopened 
packages, etc.)

☼Unopened milk and juice must be kept at the 
correct temperature

☼Leftovers may be donated to food pantries or 
organizations that feed the hungry

☼No reimbursements for donated food

The USDA is an equal opportunity provider and employer.

What about foods kids don’t 
want… or leftovers? 



Sponsors Monitoring Their Sites

☼Site pre-approval visit for NEW sites and sites with previous 
problems. (May be waived for SFAs/PNP who participate in 
NSLP/CACFP and are in good standing.)

☼First week visit for NEW sites and with previous problems. 
(May be waived for SFAs/PNP who participate in 
NSLP/CACFP and are in good standing.)

☼Monitor review ( required at ALL SITES): done within the 
first four weeks of program operations 

☼KDE SFSP Forms

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/SFSP Forms and Other Resources.aspx


Monitors and Site Supervisors

☼Programs have monitors and site supervisors. 

☼Directors of small programs might also do the 

monitoring.

☼The monitor is very valuable in reporting back 

to the central office about how sites are doing.

☼A site supervisor can be a monitor, but not for 

their own site.  There must be a separation of 

duties.  



Monitoring Tips
☼ Remember to include the review date and arrival and departure time for 

the review.

☼ Be sure all questions are answered or indicate ‘N/A’ for those that do not 
apply.

☼ If problems are found, be sure to clearly indicate what the problem was; 
provide as much detail as possible. Document what Corrective Action
was taken.

☼ Sign and date the form.

☼ Communicate any major problems to the sponsor immediately.  

The USDA is an equal opportunity provider and employer.



The Purpose of Monitoring

☼Ensures the program runs smoothly. 

☼Informs  the sponsor of problems found 
during visits/reviews.

☼If a problem is found, ensures corrective 
action is completed and documented 

The USDA is an equal opportunity provider and employer.



Goals/ Overview of Today’s Training

☼Whose meals are reimbursable?  Where can a site be 

located? 

☼What is required before you begin serving meals?

☼It’s meal time, now what?

☼How does the program work?  (budgeting, 

monitoring, and recordkeeping tips) 
The USDA is an equal opportunity provider and employer.



SFSP Application is done in CNIPS

To be reimbursed, the application must be approved by 
KDE before you begin serving meals.

Make sure that any change in service is made in CNIPS 
and resubmitted for approval.

Example: Change in serving dates, change in meal times, 
etc. The application in CNIPS must be accurate at all 
times!

The USDA is an equal opportunity provider and employer.



Budgeting

Sponsors use CNIPS to complete applications, budgets, required 
forms, and claim reimbursements.   

☼ As part of the application process, each year, all Non-Profit 
sponsors will submit a budget in CNIPS.

☼ All Non-Profit sponsors are encouraged to use the “projected 
reimbursement” tool in the budget section of CNIPS to plan and 
manage their expenses vs. reimbursement.

The USDA is an equal opportunity provider and employer.



Projected Reimbursement Tool
After you have completed your site application, and you open your budget in 

CNIPS, you will see the reimbursement amount you will receive if your projected 
meals are correct. 

* This was based on 36 days of service over six weeks of SFSP. Average # of 
eligible participants each week was 77. 

The USDA is an equal opportunity provider and employer.



Non-profit sponsors: You will input budget figures under the Projected 
Reimbursement Tool, based on your projected costs.

The USDA is an equal opportunity provider and employer.



In the example above, we see that costs for this non-
profit sponsors program are projected to be more than 
the reimbursement.  Sponsors need to indicate other 
sources for funding to ensure the program is viable.  

Please list your other funding. 

The USDA is an equal opportunity provider and employer.



Allowable Costs
☼ The creditable food you use in your meals, food 

that follows the meal pattern requirement

☼ Paper goods such as plates, napkins, and utensils 
that you purchase and use for the meal service.

☼ Program labor or people that you pay to prepare 
and/or serve food, the site supervisor.

☼ Administrative labor; those who prepare payroll, 
complete monthly claims, and plan the program.

The USDA is an equal opportunity provider and employer.



Un-Allowable Costs

☼ Food that is NOT creditable (i.e. ice cream, candy, soda, coffee).  Foods 
that do not fit the meal pattern.

☼ The purchase of vehicles (leasing vehicles IS allowable though)

☼ Entertainment, sports equipment, games

☼ Fundraising

☼ Bad debt   

If you purchase any of these, you will need documentation that the funds 
used were not SFSP funds.                  

The USDA is an equal opportunity provider and employer.



Keep all receipts (current year and the past 3 
years) for anything purchased with SFSP funds. 

The USDA is an equal opportunity provider and employer.



State Agency Review
☼USDA requires ALL sponsors to be reviewed every 3 years. 
☼Sponsors with a significant number of findings one year 

may be place on the schedule the subsequent year to 
ensure corrections were made.  

☼If you are on the schedule you will have both a site and 
sponsor review.  

☼A site review is unannounced.  A large program may have 
more than 1 site review.  

☼A sponsor review is scheduled.
☼The review questions are on the KDE SFSP website.  Review 

Questions
☼You will be notified at the beginning of   summer about 

your review if you are on the review schedule.   

The USDA is an equal opportunity provider and employer.

http://education.ky.gov/federal/SCN/Pages/Sponsor-Resource-Page.aspx


SFSP Appeals Procedure
Sponsors have the right to appeal “Adverse Actions”
such as, but not limited to:

☼Denial of an application

☼Termination of the sponsor or a site

☼A claim against a sponsor for remittance of 
payment

For a complete list of actions that may be appealed 
and how to appeal, visit the KDE SFSP website.  
(*handout provided)

The USDA is an equal opportunity provider and employer.



Claiming Your Meals for 
Reimbursement 

☼Claims for your meals are done in CNIPS. After you sign in, 
click on the “Claims” tab.

☼Claims are submitted monthly by site.  Have all of your 
meal totals in front of you when you sign into CNIPS!

☼Claims need to be submitted by the 15th of the month 
following the month being claimed. Only one late claim is 
accepted every three years; make it a goal to get your claim 
in early in the month!  EX: June claim must be submitted by 
July 15.                       

The USDA is an equal opportunity provider and employer.



Reimbursement Rates

The USDA is an equal opportunity provider and employer.



Sponsor Checklist for Required 
SFSP Documentation

All records pertaining to SFSP should be kept for the current year plus 3 previous years.  This 
includes, but is not limited to…

☼ media release

☼ Health Department notification

☼ menu records

☼ Civil Rights data collection

☼ monitor review

☼ daily meal count sheets

☼ fiscal management documentation 

☼ training documentation

☼ For the complete list of required documentation, visit the KDE SFSP website: Sponsor Forms 
section

The USDA is an equal opportunity provider and employer.



Question Time

Thanks for coming!  We are looking forward to a 
great summer with you! 

Call your summer consultants with any questions.

502-564-5625                         

The USDA is an equal opportunity provider and employer.


